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Deputy Chief of Staff
for Policy
ES-0340-00

Introduction

This position is located in the Immediate Office of the Office of the Administrator. As Deputy
Chief of Staff for Policy, the incumbent provides advice on policy and program development,
planning, coordination, and administrative and management matters as they relate to the
management of the Agency. Working closely with the Chief of Staff, the incumbent oversees,
at the executive level, the organization’s overall management processes, with a special
emphasis on policy.

Major Duties and Responsibilities

1. Serves as Deputy Chief of Staff for Policy providing advice on policy
development, planning, coordination, and legislative matters as they relate to the
programs of the Agency. Maintains a continuous awareness of the major national
policies relating to the programs of EPA and the policies and programs supported
and advocated by the Congress and the Administration in order to make
recommendations to the Administrator concerning the development and
implementation of major policies and programs of the Agency.

2. As the Deputy Chief of Staff for Policy, in coordination with the Deputy Chiet of
Staff for Operations, the position shares fully with the Chief of Staff in all phases
of work direction and delegated authority over subordinate staff including
planning, direction and execution, and provides inputto the overall management of
program operations.

3. Provides advice to the Chief of Staff and identifies problem areas, developsand
recommends solutions and specific policies in relation to highly urgent and
sensitive operational or program matters. Arranges for the implementation of specific
policies and solutions developed, including making action assignments to the
appropriate organizational element.

4. Represents the Chief of Staff in meetings or conferences with other government
agencies. Provides information and advice concerning the Agency's activities,
policies, and programs, and interprets existing proposed plans, policies, and
programs. Stimulates interest, elicits support, works out agreements at all levels,
and advises the Chief of Staff on what courses of action should be taken. Applies
a broad and comprehensive knowledge of programs to promote plans and policies
of particular concern to the Chief of Staff.

5. Establishes contacts at the highest levels in order to develop information, evaluate
findings, and prepare reports incorporating conclusions and specific recommendations
pertaining to the Agency's activities. Ensures that top management officials are fully
aware of various environmental issues, many of which may be particularly sensitive
or controversial. Must keep up-to-date and informed on all pertinent proposals,



policies and programs of Agency-wide scope and on sensitive policy issues. These
issues are broad based, touching upon wide program areas of activities and involving
relationships with other government agencies, various interest and media groups.

6. Responsible for keeping up-to-date and informed on all policies, programs and
procedures of an Agency-wide scope and knowledgeable of substantive programs
and organizational interrelationships. Assists in the compilation and review of all
briefing materials for the Administrator's use for public appearances and out-of-town
engagements to ensure that the documents reflect the Administrator's point of view,
pertinent Agency policy and the Administration’s priorities. The incumbent must
anticipate which issues may be particularly sensitive or controversial to ensure that
the Administrator has the necessary background information in advance of their
engagements.

7. Independently investigates the environmental and social impact of existing and
proposed Agency policies, assessing the real or potential impact on programsand
providing definitive policy or program alternatives to minimize or solve highly
sensitive problems. Designs policy strategies for uniform remedies to be applied on
a categorical basis.

8. At the direction of the Chief of Staff, monitors and assesses the actions involved in
organizing, evaluating and coordinating specific Agency management programs so
as to achieve the policy objectives decided upon by the Chief of Staff with special
emphasis on those programs and projects assigned to the incumbent fordevelopment
and/or execution. As requested, reviews resources, planning and manpower data and
assesses the allocation and utilization of resources required to accomplish specific
portions of the Agency's management programs within the parameters established
by legislation, Office of Management and Budget, and/or Agency policy.
Recommends changes or improvements, as required.

9. Represents the Chief of Staff at all levels of government, including Federal, State,
municipal, and county agencies as well as private industry and citizen groups.
Provides information and advice concerning the Environmental Protection Agency's
activities and programs and interprets existing and proposed plans and policies.
Applies a broad and comprehensive knowledge of problems involved in effective
relationships between various government levels, private industry, and citizenry in
striving to promote plans and programs of personal concern to the Chief of Staff and of
special significance tothe national environmental protection effort. Stimulates interest,
elicits support, works out agreements at all these levels, and advises the Chief of Staff on
courses of action which should betaken.

10.Attends conferences for the Chief of Staff internal to the Agency to convey
his/her point of view, desired emphasis, and goals. Assesses the impact and
subsequent relevance of matters discussed and enlists cooperation and
stimulates contributions from Agency staff in developing new, imaginative
approaches to problems and objectives. Briefs the Chief of Staff on matters
discussed and recommendations made.



11.Performs other duties of a close and confidential nature, as assigned.

Supervisory Controls
Receives broad general direction and policy guidance from the Chief of Staff. Within

this framework, incumbent is allowed wide latitude in the exercise of initiative and
judgment in performing assigned duties in a highly independent manner. Work is
subject to review only for attainment of overall objectives and compliance with broad
policies.





